CREATE NEW USER—

Click on the Active Directory ‘ User manager’ to administer account and passwords.

T AME Partal - Noervsi T Tnsesned Hoghirer
| Eils Bdiv Yem  Fgoenss Tl Halp

ISR LH] brtips: /A hgara kyoha disa mil S rorsesatamp

GOBL/MAF-MIS Portal
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Bafore Jogging in the first toee, the clent sofftware
shoudd be mikalled.

Chick: the "Ger Chent” botben i the top of the
appheations window to downlond e labart chent.
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Click on your base container to show alist of users from your base. (You will only be able to add
or change users from your base)
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Next select an existing users from which you can copy from. Do not use a GO81 mgr account
(unless of course, you're adding in a G081 mgr). Right click on the user name to select and

choose ‘ Copy’.
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|Creates a new user, copying information from the selected user.
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Thiswill bring yp a ‘Copy Object — User’ window.
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Type in the users fist name, middle initial, and last name. And userid in ‘User logon name':
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Uzer logon name;
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Then click next. To bring up the password dialog box.
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g Create in:  dz.okc.diza.milMcChord AFB Ulsers

Pazsword: Il

Confirm password; I

™ User must change password at next logon
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Type the default password for the user to logon with in both password fields




Password rules:
Must be eight characters long with no repeating characters.
Password must contain all four of the following criteria.
Upper case: A,B,C
Lower case: ab,c
Numbers: 1,2,3
Specia characters: #,@,%,{ .}

Note: Youmust ensure the ‘User Must Change Password at Next Logon’ is not checked when
the account is created.

Click ‘next’ to finish.
The account will then show in active directory.
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Now you have added the User ID and can repeat the step as many times as necessary.



Attachment 2

PASSWORD CHANGE

Click on the Active Directory ‘ User manager’ to administer account and passwords.
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Click on the appropriate base container to show alist of users from your base. (You will only be
able to add or change users from your base)
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Right click on the users name and select reset password

P& columba - Citrix ICA Client

Tm Active Directory User Management - [Console Root' Active Directory Users and Computers [apus.am

] Bﬁ Console  window

| acton wew Favoies | @ o |[BA@ XS DB| 2 2B TEE

Tree I Favorites |

Help

| Type | Description |

User

Marne

[ Console Roak €7 Test Mcchord
E@ &ctive Direckory User: ﬁ
E@ amc.ds.oke.disa.n
F#-(Z7] Builtin
[:l Cornpukers
£ Domain Conth
[:I ForeignSecuril

COPY. .
Add members ko a group, ..
Disable Account

Mowe...
Cpen home page
Send mail

All Tasks 4

Delete
Rename
Refresh

Properties

Help




Type the default password for the user to logon with in both password fields
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M ust be eight characters long with no repeating characters.
Password must contain al four of the following criteria.
Upper case: A,B,C
Lower case: ab,c
Numbers: 1,2,3
Specia characters. #,@,%$,{ .}



Note: Y ou must ensure the ‘User Must Change Password at Next Logon’ is not checked when
the account is created.
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Mew password: | xxxxxxxxxxxx

Corfirm passwiond: I *********** 1
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Click *OK’ to finish. Thiswill return you to the active directory windows and the password will
have changed.

Please contact the FAO if you have questions for concerns @DSN 884-6948 or email
‘GO81FAO@OKC.DISA.MIL'.



